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~ Mission Statement ~

The Mission of the United States Pretrial Services Office is to perform
all the statutory  functions intended by Congress in order to: (1)

provide judicial officers with thorough verified defendant information
necessary to make an informed release or detention decision; (2) reduce
unnecessary detention; (3) provide judicial officers with  alternatives to

detention; (4) supervise persons released into the custody of Pretrial
Services; (5) reasonably assure  community safety and the reappearance
of the defendant; and, (6) investigate and supervise persons referred to

the pretrial diversion program.



UNITED STATES PRETRIAL SERVICES OFFICE
EASTERN DISTRICT OF VIRGINIA

ALEXANDRIA:

401 COURTHOUSE SQUARE

THIRD FLOOR

ALEXAND RIA, VA  22314-5796
(703) 299-2250

FAX:  (703)  299-2278

NEWPORT NEWS:

101 25TH STREET

ROOM 7
NEWPORT NEWS, VA  23607-4301

(757)  223-4691
FAX:  (757) 223-4695

NORFOLK:

600 GRANBY STREET

ROOM 230
NORFOLK, VA  23510-1915

(757)  222-7400
FAX:  (757) 222-7437

RICHMOND:

600 EAST MAIN STREET

SUITE 2110
RICHMOND, VA  23219-2406

(804) 916-2800
FAX:  (804)  916-2865



A Message to Applicants

This brochure is designed to provide answers to some of the questions most
commonly asked by applicants for positions in the United States Pretrial
Services Office.  It presents an overview of the application requirements,
general information about Federal benefits, and  describes some policies that
are specific to this office.  It is not a stand alone document.  At commencement
of employment, employees receive in-depth information about benefits,
policies and procedures, as well as training.

Sincerely,

Carolyn E. Ortwein
Chief Pretrial Services Officer



APPLICATION

INFORMATION

The United States Pretrial Services Office
is an equal opportunity employer.

,. Vacancies are advertised publicly.

,. Applicants must submit a completed and signed employment application (VAE73,) and
a resume.  Officer candidates must submit a writing sample which may include
investigative reports, pre-sentence reports, thesis, or dissertations.  

,. Court preferred skills may include:
       Proficiency in Windows 98 and  WordPerfect 9
       Fluency in Spanish
       Masters Degree in related field (officers only)
       Three or more years experience in criminal justice                                  
       (officers only)

,. Applications must be received no later than the closing date indicated on the
announcement.

,. Officer candidates must not have attained  age 37 at the time of appointment to federal
law enforcement retirement provisions (federal Judicial Conference Resolution, March
1987, amended March 1991), and Title 5 U.S.C., chapters 83 and 84.

,. All officer candidates must have graduated from an accredited college or university with
a baccalaureate degree in criminal justice, corrections, or a related field.         

,. All employees must undergo a background investigation that includes a criminal record
and credit history check. Officer candidates must undergo an FBI background
investigation.

,. Prior to employment , final applicants will be subject to drug testing.   Employment is
contingent upon an acceptable drug test result.  

Employees of the federal courts are excepted service employees.  This means court
employees have no property rights or tenure and may be removed by the appointing officer
for any reason (except for an unconstitutionally discriminatory reason).  There are no appeal
rights to the Merit System Protection Board or the Equal Employment Opportunity
Commission.

All employees are on probation for the first six months of employment.
Submit Application Package  To:

Human Resources Manager
600 East Main Street, Suite 2110

Richmond, VA  23219-2406



BENEFITS

The Federal government benefits package includes the following benefits and benefit
options:

HEALTH INSURANCE
Employees may choose health insurance coverage from an array of programs.  Coverage is
effective on the employee=s enter-on-duty date.  Annual open seasons provide employees
with an opportunity to change plans or coverage.  Employees contribute approximately 28%
towards the premium and the government contributes the balance (or 72%).

OPTIONAL LONG TERM DISABILITY INSURANCE
Long term disability insurance is offered to Federal employees by the Hartford Insurance
Company.  This insurance is not endorsed by the Federal government, and the employee is
responsible for the total cost.

LIFE INSURANCE
Optional term life insurance is available to all the employees on their enter-on-duty date.
There are four options  to choose:

BASIC LIFE: Coverage is equal to the greater of (a) the employee=s annual basic pay
(rounded up to the nearest $1,000) plus $2,000; or (b) $10,000. The employee pays two-
thirds of the cost of this insurance and the government pays one-third. 

OPTION A: Basic life plus $10,000.  The employee pays the full cost of this option.

OPTION B: Basic life plus additional coverage in an amount  equal to one, two, three, four,
or five times the employee=s annual basic pay (rounded up to the next $1,000).  The
employee pays the full cost of this option.

OPTION C - FAMILY:  Basic life plus coverage for eligible family members in one to five
multiples of coverage for the spouse and eligible children, each multiple is equal to $5,000
for the spouse, and $2,500 for each eligible child. The employees pays the



CIVIL SERVICE 

RETIREMENT System  (CSRS)

Federal employees hired before January 1, 1986, are covered under this retirement system.
Hazardous duty employees (officers) contribute 7.5 % of their salary, and non-hazardous
duty employees contribute 7%. CSRS employees do not contribute to Social Security, but
contribute to the Medicare portion of Social Security which is 1.45%.  CSRS employees are
eligible to participate in the TSP and  may contribute up to 5% in the TSP, but receive no
government matching funds.

LEAVE 

Employees earn 13 days of sick leave per year.  Annual leave is accrued at the rate of 13 days
for the first two years of full-time service; 20 days per year for three to fifteen years of
service; and 26 days per year for more than fifteen years of service.

The U.S. Pretrial Services Office recognizes all ten federal holidays.

Voluntary Leave Share: An employee who experiences a personal or family medical
emergency and has exhausted all available paid leave is eligible to apply for donated leave.

Leave Acts: Employees are covered by two leave acts: the Federal Employees Family
Friendly Leave Act and the Family and Medical Leave Act of 1993.

BUSINESS HOURS

The office hours are 8:30 A.M. to 5:00 P.M. Monday through Friday.  Employees may
participate in the flex time program which permits a varied work schedule between 7:00
A.M. and 6:30 P.M.  Compensatory time may be granted to employees for required work
performed beyond 40 hours per week.

PAY

Employees are paid biweekly over 26 pay periods.  Pay is mandatorily deposited directly into
the employee=s financial institution account.  Allotments such as savings bonds and life
insurance are offered as payroll deductions.

TRAINING

Officers receive at least 40 hours of training annually.  New officers participate in an in-
house two week orientation program followed by a five day national training program at the
Federal Judicial Center (FJC) located in Washington, DC.  

Support staff receive a minimum of 20 hours of training per year.  New support staff
participate in a court processes and orientation program.

Employees may be required to reimburse Pretrial Services  the cost of training should their
employment terminate within three years.  



FEDERAL EMPLOYEES

RETIREMENT SYSTEM

The Federal Employees Retirement System (FERS) was established by Congress in the
Federal Employee=s Retirement System Act of 1986.  Employees hired after December 31,
1985, are covered under FERS.  FERS is a three-tiered system comprised of FERS Basic
Annuity, Social Security, and the Thrift Savings Plan.

BASIC ANNUITY: Hazardous duty employees (officers) contribute 1.3% of pay towards this
annuity through mandatory payroll deductions.  Non-hazardous employees contribute .8%.

SOCIAL SECURITY: Each year FERS employees, through payroll deductions, pay a
percentage of their salary, up to a specified amount. After retirement, but not before the age
of 62, the retired employee and their eligible dependants receive monthly social security
benefits.

THRIFT SAVINGS PLAN (TSP): This is the Federal employees= retirement savings and
investment plan.  FERS employees may contribute up to 11% of total pay and the
government will contribute up to 6%.  The annual IRS contribution limit for 2001 is $10,500.

The TSP is a defined contribution plan.  The income the employee receives from this plan
depends on how much the employee contributed during working years plus any earnings on
those contributions.  The TSP loan program allows employees to borrow from their
contributions and earnings for specific reasons.

In May 2001, employees will be eligible to participate in TSP immediately.  However, the
1% government contribution remains on the open season waiting period schedule.

Employees may invest in any or all of the three TSP funds.  They are:

G Fund, is the Government Securities Investment Fund.  This fund invests in short-term
U.S. Treasury securities;

C Fund, is the Common Stock Index Investment Fund.  This fund invests in common stock
of all the companies represented in the S&P 500 stock index; and 

F Fund, is the Fixed Income Index Investment Fund.  This fund invests in the bond index
that tracks the Lehman Brothers Aggregate Bond Index. 

S Fund, is the Small Capitalization Stock Index Investment Fund .  This fund invests in the
Barclays Extended  Market Index Fund, which tracks the Wilshire 4500 stock index.

I Fund, is the International Stock Index Investment Fund.   This  fund invest in the
BarclaysEAFE Index Fund.
Employees are eligible to join the TSP only during the qualifying open season.  Employees
usually are eligible after completion of one year of service. 

Upon eligibility to participate in the TSP, the government automatically contributes 1%
(calculated on the employee=s base salary) whether or not the employee elects to participate
in the plan.  
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